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I. PURPOSE

Provide a uniform procedure for GSD employees to report accidents according to the City of Tucson
Accident Reporting Procedures (OSHM H-004).

II. RESPONSIBILITIES

A. Deputy Director
Review all Department Accident Review Cover Sheets for accidents and injuries within
the department. Validate “At Fault” or “Not at Fault” recommendation made by Division
Administrator and confirm (or adjust) disciplinary action, if any. Ensure all follow-up
actions/recommendations are fulfilled.

B. Division Administrator
Ensure all accidents and injuries within their respective division are reported in a timely
manner utilizing the format and documentation outlined in this procedure. Review all
accident reports and make corrective recommendations, including whether the employee
is “At Fault” or “Not at Fault,” on the Department Accident Review Cover Sheet.

C. Superintendents
Ensure Supervisory and Lead Personnel are trained in proper reporting procedures,
review all accident reports, make corrective recommendations on the Department
Accident Review Cover Sheet, and ensure hazards are effectively identified and
controlled.

D. Safety Coordinator
Conduct initial investigations with employees and supervisors regarding incidents.
Report findings, make safety recommendations, and tally statistics for trends analysis
reporting and for identifying potential training opportunities.

E. Supervisors
Ensure employees are trained to recognize hazards and know how to take necessary
steps to control such hazards. Supervisory and Lead personnel are to complete the
Department Accident Review Cover Sheet and Supervisor’s Report of Injury (Forms
100A and 100B) and/or Property Damage/Personal Injury Report (Form 103). With the
Safety Coordinator, supervisory personnel are responsible for investigating all work-
related accidents, injuries or illnesses and ensuring hazards identified or related to the
accident are effectively controlled.

F. Employees
Employees must report all work-related accidents, injuries or illnesses to their immediate
supervisor as soon as possible and no later than the end of the work shift on which the
accident, injury or illness occurred.

Employees are not to fill out the Supervisor’s Report of Injury (Form 100A/100B) in lieu
of the supervisor.
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III. ACCIDENT REPORT PROCESSING

All accidents are to be reported in conformance with the GSD Accident Reporting flow charts
and forms (copies attached).

A. All injuries are to be documented on the Supervisor’s Report of Injury Forms 100A and
100B. If an injury is not severe enough to require a doctor’s medical attention and there
is no lost time, the Division shall keep the injury report in the employee’s personnel file
for at least 1 (one) year.

B. Accident information is to be documented on the Accident Profile Sheet and Accident
Log located in GSD’s secure “Y” drive.

C. Property Damage/Personal Injury Report Form 103 is to be completed by the Supervisor
using the online form 103. It should be distributed as noted on the form and a copy
should be provided to the GSD Safety Coordinator, the division support file, and the
division superintendent.

D. All vehicular accidents on private property or public right-of-way shall be reported to the
Police to generate an accident report.

IV. IMMEDIATE NOTIFICATION

GSD’s Director and Deputy Director must be immediately notified if an accident meets any of
the following criteria:

A. Accident exceeds estimated $5,000 damage

B. Accident involves the public

C. Vehicular accident on public property, no matter how serious

D. GSD employee is sent to the hospital by medical transport

E. Fatality

V. ACCIDENT REVIEW BOARD

A. Accident review boards will be convened in accordance with the OSHM S-006 Safety
Board of Inquiry.

B. All requests for an Accident Review Board must be approved through the Division
Administrator, the Department Safety Coordinator, and the Department Deputy Director.
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Attachments: Flow Charts, Forms and Logs
Accident Reporting – Vehicle/ Property Damage (Flow Chart)
Motor Vehicle Collision/Property Damage/Public Injury on City Property

Report (Form 103)
Accident Reporting – Industrial (Flow Chart)
Supervisor’s Report of Injury (Form 100A)
Supervisor’s Report of Injury (Form 100B)
Accident Review Cover Sheet (Flow Chart)
GSD Accident/Injury Review Cover Sheet (Cover Sheet Form)
GSD Accident Profile Sheet (Reporting Log)

References: OSHM H-004 City of Tucson Accident Reporting Procedures
http://drupal.ci.tucson.az.us/files/central-safety/pdfs/oshm/H-004.pdf

OSHM S-006 Safety Board of Inquiry
http://drupal.ci.tucson.az.us/files/central-safety/pdfs/oshm/S-006.pdf

Review Responsibility
and Frequency:

General Services Department Safety Coordinator shall review this
procedure annually.

http://drupal.ci.tucson.az.us/files/central-safety/pdfs/oshm/H-004.pdf
http://drupal.ci.tucson.az.us/files/central-safety/pdfs/oshm/S-006.pdf
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Accident Reporting Vehicle/Property Damage (Flow Chart)
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Motor Vehicle Collision/Property Damage/Public Injury on City Property Report
(Form 103)
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Accident Reporting Industrial (Flow Chart)
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Supervisor’s Report of Injury (Form 100A)
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Supervisor’s Report of Injury (Form 100B)
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Accident Review Cover Sheet (Flow Chart)
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GSD Accident/Injury Review Cover Sheet (Cover Sheet Form)
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GSD Accident Profile Sheet (Reporting Log)


